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Reference checking matrix v 01.05.2025


REFERENCE CHECKING PROCESS GUIDELINES

· The template provides for a minimum of 3 essential criteria and two desirable criteria. Insert more rows if needed.
· Be sure to ask only questions that clearly relate to the person’s suitability for the position. 

While conducting reference checking

· Remember to identify yourself and explain that the candidate has listed them as a referee and has permitted you to speak with them. Ask if the referee is happy to have their general feedback given to the candidate (if they request it), with identifying details removed, or if they would prefer it all to remain confidential.
· Describe what the role will entail according to the position description. 
· Using the reference matrix below, ask about the skills and criteria identified for the role and validate/clarify any information provided in the interview or by other referees. For example: Can you tell me about a time they handled conflict? Describe how the candidate handles challenging situations.
· The Children’s Act 2014 requires you to ask referees about a candidate’s suitability for working with students/children. Ensure you explain why these questions are relevant. More information can be found here. 
· Disciplinary action regarding child safety or wellbeing provides warning signs and should be investigated fully. The candidate should be given an opportunity to provide an explanation, and their response should be compared to the explanation provided by the referee. For advice, contact the ASC on 0800 782 435 or at eradvice@tewhakaroputanga.org.nz.


Finalising reference checking
· Ask some final questions - delve into anything you think was not answered fully or concerns you and then thank the referee for their time. 
· Total the scores from the tables and note any other information from the reference check. 

REFERENCE CHECKING MATRIX

	Candidate:
	Referee name and position:


	Date:
	Length of time known:
	Relationship to candidate:

	Key skill/Essential criteria
	Comments
	Score

	1: e.g., Dealing with children/students 
e.g. How would you describe this candidate's attitude towards children with behavioural issues?



	

	2: e.g., Ability to successfully manage workplace conflict
e.g., Please give an example of how the candidates managed conflict between colleagues?


	

	3: 






	

	Desirable criteria A



	

	Desirable criteria B



	

	Please turn over
Questions to ask at the end to provide referees the ability to add anything else that they may want to add

	What strengths do you think X would bring to the role?




	Would you recommend X for this position? Would you rehire them at your workplace? Y/N    
Do you think there are any aspects of the role X would find challenging? Y/N
Is there any other relevant information I should know? Y/N


	How would you describe the way the candidate acts around children? How well do you think the candidate understands children?



Have you ever had concerns about leaving the candidate unsupervised around children? Y/N
Has the candidate ever misled you, or been disciplined for misleading or fraudulent conduct? Y/N
Was the candidate ever subject to formal disciplinary actions or complaints regarding their behaviour towards children? Or their disciplinary techniques? Y/N
(For examples of child safety questions and approaches to asking these questions, refer to pages 31 and 32 of the VCA Practical Guide) 

	
Additional observations: e.g. Were there any hesitations? Did the referee struggle to think of examples of the desired skills and experience? 
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